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Change History
Update the following table as necessary when this document is changed:
Date Name Change Description

4/20/05 Chylynn Hansel Draft

4/20/05 Teresa Dillon SME review

4/22/05 Heather Hanson Training review

4/28/05 Agency Review

5/16/05 Chylynn Hansel Edits for Agency Review

5/19/05 Teresa Dillon SME Review

5/19/05 Heather Hanson Training Review

6/7/05 Agency Review

7/7/05 Internal Review

4/20/06 Chylynn Hansel Rename Procedure
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Purpose

Use this procedure to enter the date of the employee’s periodic pay increase in the Next
Increase field in Basic Pay infotype (0008) when employee has received a periodic pay
increase.

Trigger

Perform this procedure when employee has received a periodic pay increase.

Prerequisites

e Employee has received a periodic pay increase.
e Periodic Pay Increase report is run in HRMS.
e Pay Scale Reclassification report has been centrally run.

Menu Path
Human Resources - Personnel Management - Administration > HR Master Data >
Maintain

Transaction Code
PA30

Helpful Hints

When an employee receives a periodic pay increase, the date in the Next Increase field will no
longer be displayed on Basic Pay infotype (0008).

You will be able to run a report to see when employee’s next pay increase is scheduled.

See Date Specifications After Updates to enter prior Periodic Increment Date (PID) in Date
Specifications infotype (0041).

The system may display three types of messages at various points in the process. The
messages you see may differ from those shown on screen shots in this procedure. The types
of messages and responses are shown below:

Message Type Description

Error a

ﬁ Example: Make an entry in all required fields.

Action: Fix the problem(s) and then click ﬁ (Enter) to proceed.

Warning

@ Action: If an action is required, perform the action. Otherwise, click

Example: @ Record valid from xx/xx/xxxx to 12/31/9999 delimited at end.

ﬁ (Enter) to proceed.

Confirmation & )
Example: Save your entries.

i or @ Action: Perform the required action to proceed.
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Related Procedures:

Date Specifications After Updates
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Prior to running payroll and the Pay Scale Reclassification report the Basic Pay infotype (0008)
will look like this.

g 20 200 068 cHp Hhan Db QE
Display Basic Pay (0008)

| sataryamount | [ Payrents and deductions |
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Find by
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[l collective search help
{H Searchterm
(i Free search

Reason . Initial Appointment Capacity util. level -
PS type . Classified Gov Work hoursiperiod -_

PS area . Standard Progression MNextincrease _
PSoop 4B Lewl A Annual salary | #5000 Jus ]

Wa. [wage Type Long Tet — [0Jamount o | (& [Numberiunit/unit ||
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Procedure

1. Start this transaction using the above menu path or transaction PA30.

Maintain HR Master Data

gl  aliBH Cee CHE Do BRI QB
Maintain HR Master Data

Dz DTl 2

Find by

< {0 Persan
[ Collective search help
[l search term
[l Free search

Basic Personal Data

Infotype text . Period

Actions @ Period
:Organizalional Assignment Fr. Ta
|| Perganal Data ) Today O Currweek
Addresses AN () current month
| |Planned ¥orking Time ' From curr.date (O Lagtwaek
| |Basic Fay (OUpto Today ) Last manth
|_|Cantract Elements ) Current Period i current Year

Date Specifications
el

FamilyRelated Persaon

Direct selection
Infotype

[» | RDO (1) (201) 2 | ssvaphrdedei | INS 4

2. Complete the following field:

Field Name R/O/C Description
Personnel no. R  |The employee’s unique identifying number.
Example: 20000406

3. Click ﬂ (Enter) to validate the information.
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Maintain HR Master Data

U ea@ 2HE Dhoan BE @
Maintain HR Master Data

Dzsodald

20000405 [a)
Find by ||PNEmeRE Test saran |
< @ Person 1850 el
[ Collective search help o0 | 04|

[l search term
[ Free search

; P S P e B e = e e e
Basic Personal Data | 1 1 L aOE

|Infumge tend

Actions

LR

Feriod
® Period

Fr. To
O Today O Currweek
(a1 () Gurrent month
) From curr.date O Lastweek
) Up to Today () Last month
) Current Period ) Current Year

_Organizational Assignment
Persanal Data

" |addresses

Planned Warking Tirme

_Elasic Pay

_Contract Elements

Date Specifications

FamilyiRelated Person

Direct selection
Infotype

[* | RDO (1) (201) P2 ssvaphrdedei | NS

Basic Pay

4, Click the gray box to the left of to select.

5. Click (Copy) to copy and continue.
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Copy Basic Pay (0008)

H @@ D E R I anaa FEE @

Copy Basic Pay (0008)
| | Salary amount Hi FPayments and deductions |

-1 [ela1e] m
= {5 Person

HCUHECHVE search help _IHBJBHZBBE 12431499499

{Hl searchterm
[l Free search

Reason Initial Appointment Capacity util. level 100.00

PS type Clazsified Gov Wark hoursiperiod 87.08 Semi-monthly

PE area Standard Progression Mext increase

FS group Level C Annual salary 30,312.00  USD

Wage Tme LongText _[Amaunt Ll A Numb_erlunit Linit
Pay Period Salary 1,263.00

[0 — )
10 051612005 = 1219173008 4 [ B 12800 v |

[ |RDO (1) (201) P2l ssvaphrdedel | INS
-

6.  Complete the following fields:

Field Name R/O/C Description
Start R |The creation date of the new record.
Example: 4/25/2005
Next Increase R |The date of the next scheduled pay increase.
Example: 03/01/2006
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Copy Basic Pay (0008)

QEaa | = a0 a8l ERE @ o

Change Basic Pay (0008)
| | salary amount Hi Payments and deductions |

Find by —-1DSB —m
= {5 Person m m
HCUHECHVE search help _94."254'2995 12431+3999 06 /B89/ 2085 CHYLYNWH

{Hl searchterm
[l Free search

Reason 19 Initial Appointment Capacity util. level 100.00

FS type a1 Classified Goy ‘Work hours/period 47.00 Sermi-rmonthly

PS area o1 Standard Progression Mext increase 037081/ 2006 @

PS group 40 Level C Annual salary 30,312.00  USD

Wage Tme LongText _[Amaunt LA Numb_erlunit Linit
Pay Period Salary 1,263.00

[0 — )
10 0510512005 = 1219173068 4 [ B 126500 U0 |

@ Save your entries [» | RDO (13 (201) M=l | ssvaphrdedci W

7. Click (Enter) to validate the information.

8. Click H (Save) to save.

9. You have completed this transaction.

Result
You have created the periodic increase effective date.

Comments
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